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SUBJECT: BUDGET ADJUSTMENTS
1. Purpose

To establish standard procedures and guidelines to cover the initia-
tion, evaluation, and processing of requests for adjustment to budget
appropriations.

2. Respongibilities

a.

Nepartment Heads should auticipate the need for budget adjustments
and INITIATE THE ADJUSTMENT PROCEDCRES PRIOR TO TAKING ANY ACTION
THAT MIGHT CAUSE BUDGET OVERRUNS.

Department Heads are responsible for the review and approval of all
budget ad justment requests originatiag within their department.

The Rudget and Research Department will evaluate all budget adjust-
nent requests, No budget adjustment vill be recorded without Budget
and Research approval.

' The city's Controller is responsible for all accounting and other

financial record keeping procedures aecessary to implement and record
approved budgzat adjustments.

3. Definitig&i

a.

b.)

c.)

There are two types of budget adjustment:

i.) "Allotment Change" - a transfer of budgeted funds from one
ot ject ccde to another cbject cnde within the same sactiorn.

2,) "Transfer within Department™ - a transfer of budgeted funds
frcn one section or division to another section or division
within the same departument.

Thcse *nanges to budget appropriations requiring City Council
approval fall outside the scope of this Directive. Examples

inclide: inter-departmental transfers, supplemental appropclations,
and rvepvogratring of grant funds.

Capital ocutlay fancludes the cost of land, buildings, permanent
laprovements, machinery, large tools, and vrolliag and stationavy
ervipnant, and coats incidental to the acquisition or jlacing ia use
of gane are chargeable tc this caregery of expenditure.
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7.

Required Budget Ad justments

Departments are required to submit budget adjustment requests under each
of the following circumstances:

a. If an increase in a capital outlay line item is required for the
purchase of unbudgeted equipment.

b. If an increase in a travel expense line item is required for the
payment of unbudgeted travel expenses.

c. To provice funds suffi{cient to cover the cost of a any expenditure
submitted to the City Council for approval.

d. To correct an anticipated character level budget overrun of 10X or
nore.

Other Budget Adjustmenté

There may be circumstances other than those outlined above where a
budget adjustment may be necessary. Departments are expected to work
closely with their assizned Budget Analyst in determining the need for
such adjustments.

Prohibitinns

Certain budget line items are highly sensitive to fluctuating prices or,
for other reasons, need to be safeguarded. Therefore, undar normal ecir-
cumstances, no funds may be transierred out of the followiag line items:

l.) Any Personal Service Account

2.) Automatic Data Processing

3.) Gis arnd Electricity

4.) Moter Fuel and Lubricants

5.) Rent of City Kolling Equipment

Procedure

4. Budget adjustment requests will be submitted on Forim 765-19 "Request
for Evdget Adjustment".
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The FB3-19 1s to be exscuted in quadruplicate. Special attention
must be given to the completion of the justification section of the
request form. In order to properly justify the budget adjustment,
the explanation should, as a minimum, include the following:

I.) A detailed statement explaining the need for the adjustment.

2.) A statement of how the funds proposed for traunsfer became
availabie.

3.) For grant-funded activities, attach a letter indicating grantor
approval,

The responsible Department Head will review and approve the adjust-
rent request. The green copy of the FB-19 should be retained by the
departmeat, and the remaining three signed copies forwarded to the
Budge: and Research Department.

The Budget and Research Department will review and evaluate all
requests for budget adjustment. The Budget and Research Department
has the authority to reject incomplete, unjustified, or unnecessary
sudzet adjustments. The review will include:

l1.) An examination of the form for completeness of information and
the adequacy of the justification subuitted.

2.) The nead and/or desirabllity of the actlon necessitating the
budget adjustment.

3.) The finencial 2nd budgetary feasibility of the request.

Disapproved requests will be returned to the intiating departments.
Approved requests will be assigned a reference numbar and all three
copiz2s forwarded to the Finance Department's Divicon of Accouats.

Tre Finance Department will re-review the reguest to insure the
availability of funds within the indicated budget line i{tens. If
the urexrended balance in the indicated line item to be transferred
is insufficient to cover the amount cf the ajjustrent, the ¥TB-19 will
be returned to the Budget uand Research Department with an
exptanatfon., Requests approved as to funds will be forwarded to the
City Manager's Gffice for rfinmal approval,
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The City Manager has final approval authority over all budget
ad justment requests. Approved requests will be returned to the

ivision of Accounts.
The city's Controller will record the approved adjustment and make
the necessary budget changes. The following distribution of the
approved FB-19 will be made:
1.) Pink = Originating Department
2.) Yellow -~ Budget and Research Department

3.) White - Division of Accounts

S. Marcu
Budget an

s Jahns, Dite {to THomas E. Huebnér
Research De rtment City Manager



